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To begin 

 
Go to the CurricUNET website: http://www.curricunet.com/MPC  

 
Sign In 

 
Sign into CurricUNET with your User Name and Password. If you do not have a User-
name and/or Password, contact the CurricUNET Specialist, Laura Mock, at 646-4829 or 
lmock@mpc.edu or Michael Gilmartin, at 646-4039 or mgilmartin@mpc.edu. 

 
Click on Courses 

 

 
 
 
 
 

http://www.curricunet.com/MPC
mailto:lmock@mpc.edu
mailto:mgilmartin@mpc.edu
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Click on Create Course 
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Create New Course 
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Create New Course 

 
1. Discipline ~ choose the appropriate discipline from the dropdown menu in which the 

course will reside. 
 

2. Course Number ~ a unique number assigned to each course. Please contact He 
Seon Ihn, at hihn@mpc.edu or 646-3013, for available course numbers. 
 

3. Course Title ~ an identifier used to categorize the course in the catalog and class 
schedules. Make the course title as descriptive as possible because the title may be 
all a student knows about the content of the course. 
 

4. Catalog Description ~ states the course purpose and content in complete sentence 
form. The sentences should contain brief, direct, present-tense statements. Use 
language that is intelligible to the student and that describes the course in terms of 
its primary objectives, without repeating the course title. 

 
5. Schedule Description ~ communicates the content of the course but is briefer than 

the catalog description. Complete sentences are not necessary. (25-35 words) 
 

6. Proposal Type ~ select the proposal type from the dropdown menu. 
 

7. Click OK.  
  

mailto:hihn@mpc.edu
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Click on Add a Co-Contributor Link 

 

 
 
The link allows you to add individuals who will be able to see all or just some of the 
components of the course you are creating. 
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Create Co-Contributor (optional) 

 

 
 
  



10 
 

Create Co-Contributor (optional) 

 
1. Co-Contributor ~ select the individual that you would like to be the co-contributor for 

this course. 
 

2. Screen Rights ~ click on the areas the co-contributor will have access to in order to 
view and/or edit this course, or click check all to enable the co-contributor to have 
access to all areas for this course. 
 

3. Click OK. 
 

4. Repeat  1.-3. for each co-contributor. 
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Course Checklist 

 
Every item on the Course Checklist will need to be completed (except for Outline 
Communication) for the New Course. Click on each item on the Course Check List as 
you go. Once you are finished with a section a checkmark will appear next to the item 
completed. The completed sections will be locked for editing to show that it is complete. 
This will occur for every item on the Course Checklist throughout the New Course 
process. Note: most sections within each item on the Course Checklist must be filled 
out before it can be checked off as complete.  

 
 

Course Checklist 

Main 
Cover 
Units/Hours 
Student Learning 

      Outcomes 
Objectives 
Requisites/Advisories 
Lecture Content 
Lab Content 
Out of Class 

      Assignments 
Required Texts 
Methods of Evaluation 
Methods of Instruction 
Diversity 
Distance Ed 

Contact Types 
Library 
General Ed 
Attached Files 
Outline Communication 

 
 
 
 
 
 
  

javascript:setCheckListId(1);switchScreen('edit_course_main.cfm',1)
javascript:setCheckListId(2);switchScreen('/MPC/build/courses/c_builder/e_cover.cfm',1)
javascript:setCheckListId(3);switchScreen('/MPC/build/courses/c_builder/e_description.cfm',1)
javascript:setCheckListId(7);switchScreen('/MPC/build/courses/c_builder/e_outcomes.cfm',1)
javascript:setCheckListId(7);switchScreen('/MPC/build/courses/c_builder/e_outcomes.cfm',1)
javascript:setCheckListId(8);switchScreen('/MPC/build/courses/c_builder/e_objectives.cfm',1)
javascript:setCheckListId(4);switchScreen('/MPC/build/courses/c_builder/e_requisites.cfm',1)
javascript:setCheckListId(5);switchScreen('/MPC/build/courses/c_builder/e_outline.cfm',1)
javascript:setCheckListId(6);switchScreen('/MPC/build/courses/c_builder/e_lab_content.cfm',1)
javascript:setCheckListId(9);switchScreen('/MPC/build/courses/c_builder/e_assignments.cfm',1)
javascript:setCheckListId(9);switchScreen('/MPC/build/courses/c_builder/e_assignments.cfm',1)
javascript:setCheckListId(10);switchScreen('/MPC/build/courses/c_builder/e_textbooks.cfm',1)
javascript:setCheckListId(12);switchScreen('/MPC/build/courses/c_builder/e_mo_evaluation.cfm',1)
javascript:setCheckListId(22);switchScreen('/MPC/build/courses/c_builder/e_mo_instruction.cfm',1)
javascript:setCheckListId(14);switchScreen('/MPC/build/courses/c_builder/e_divers.cfm',1)
javascript:setCheckListId(16);switchScreen('/MPC/build/courses/c_builder/e_library.cfm',1)
javascript:setCheckListId(23);switchScreen('/MPC/build/courses/c_builder/e_general_ed.cfm',1)
javascript:setCheckListId(17);switchScreen('/MPC/build/courses/c_builder/transfer_upload_new.cfm',1)
javascript:setCheckListId(19);switchScreen('/MPC/build/courses/c_builder/e_outline_comp.cfm',1)
javascript:setCheckListId(2);switchScreen('/MPC/build/courses/c_builder/e_cover.cfm',1)
javascript:setCheckListId(17);switchScreen('/MPC/build/courses/c_builder/transfer_upload_new.cfm',1)
javascript:setCheckListId(19);switchScreen('/MPC/build/courses/c_builder/e_outline_comp.cfm',1)
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Cover 
 
Top section of the Cover screen 
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Cover 
 
1. From the Course Checklist (on the left side of the screen) click on Cover. 

 
2. Department ~ use the dropdown menu to select the department in which the course 

will reside.  
 

3. Course Number ~ a unique number assigned to each course.  
 
Please contact He Seon Ihn, at hihn@mpc.edu or 646-3013, for available course 
numbers.  
 

4. Course Title ~ type a course title that serves as an identifier which is used to 
categorize the course in the catalog and class schedules.  
 

Make the course title as descriptive as possible because the title may be all a 
student knows about the content of the course. 

 

5. Short Title ~ the length of the title is limited to 24 characters (including spaces). 
Should be typed in Title Case (first letter uppercase and lower case for the rest of 
the word). 

 
6. Cross Course ~ if this course is cross listed with another course, select the 

department from the dropdown menu in which the cross listed course resides. 
 

a. Cross Listed Course ~ from the dropdown menu, select the course that this 
course is to be cross listed with. 
 

7. Catalog Description ~ type a catalog description that states the course purpose and 
content in complete sentence form.  
 

The sentences should contain brief, direct, present-tense statements. Use language 
that is intelligible to the student and that describes the course in terms of its primary 
objectives, without repeating the course title. 

 
8. Schedule Description ~ communicates the content of the course but is briefer than 

the catalog description. Complete sentences are not necessary. (25-35 words) 
 

9. Proposed Start ~ enter the proposed start for the course. 
 

a. Year ~ type in the four digit year. 
b. Semester ~ select the semester from the dropdown menu. 

 
10. Reason for Proposing or Revising ~ in the box, type the reason for the proposing 

this new course or the reason for revising this course. 
 

11. Articulation ~ is this course recommended for course-to-course articulation with 
CSU or UC? If yes, check the appropriate box(es). Contact Elizabeth Harrington, 
646-4263, for information about articulation.  

mailto:hihn@mpc.edu
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Cover 
 

Transferability and MPC AA/AS Degree of the Cover Screen 
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Cover 
 
12. Transferability ~ is this course recommended for baccalaureate transfer? If yes, 

select the appropriate box(es). If the course is not transferable, select non-
transferable. 
 
Any MPC course numbered 1-99 is considered transferable to CSU. Courses 
recommended for UC transfer must be submitted to the UC system for approval. 
 

13. MPC AA/AS Degree ~ if applicable, mark Major or Elective. 
 

The Associate Degree is awarded upon satisfying the following: 
 
a. Competency requirements  

 
i. Reading  
ii. Writing  
iii. Mathematics 
iv. Information competency 

 
b. General Education Requirements. 

 
c. Major or Area of Emphasis requirements:  Each course in the major must be completed with a 
grade of ñCò or better.  
 

d. A minimum of sixty (60) degree-applicable units with a 2.0 (ñCò) grade point average. Pre-
collegiate courses (300-399) do not apply toward the degree. Grades earned in non-degree credit 
courses are not included in the calculation of the degree-applicable grade point average. If a 
student completes mote than the required sixty units, the grade point average will be computed 
on the sixty units with the highest grades.  
 

e. Completion of twelve (12) units, with at least six in the major area, at MPC. 
 

The California State Board of Education has authorized the MPC Board of Trustees to confer the 
Associate in Arts and Associate in Science Degrees. The Associate in Arts degree is awarded in the 
liberal arts area; the Associate of Science degree is awarded in the science, technical, and vocational 
fields. 

  



17 
 

Cover 
 

MPC Certificate section on the Cover screen 
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Cover 
 
14. MPC Certificate ~ is this course required in order to obtain a MPC certificate? If yes, 

mark Required.  
 
Does this course satisfy the elective requirement for a MPC Certificate? If yes, mark 
Elective.  
 
Types of MPC Certificates: 

 

¶ Certificate of Achievement ~ recognizes a studentôs satisfactory completion of an organized 
program of study.  

 
The Certificate of Achievement is awarded upon satisfying the following: 

 
1. Major requirements 
2. Each Course in the major must be completed with a grade of ñC or better. Some programs 

require higher performance levels. At least twelve (12) units applied toward the major 
requirements must be completed at MPC. 

 

¶ Certificate of Competency ~ Certificate received for successful completion of noncredit courses 
approved by the state.  

 

¶ Certificate of Completion ~ Certificate received for successful completion of noncredit courses 
approved by the state.  

 

¶ Certificate of Training ~ some departments provide a Certificate of Training to students who 
successfully complete a Fast Track program, a short-term, intensive course sequence designed 
to prepare students for entry-level employment opportunity. Students who complete a Fast Track 
program are encouraged to return to MPC to complete the Certificate of Achievement and 
Associate degree. Students must file an application for Certificate of training through the 
department offering the program. 
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Cover  
 

Bottom section of the Cover screen 
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Cover 
 
15. MPC Proficiencies ~ if applicable, mark the appropriate MPC Proficiency 

requirement(s) this course will meet in relation to the associate degree.  
 

The associate degree is awarded upon satisfying 5 components and MPC Proficiencies are 
one of the components. 
 
Reading and Writing Proficiency 
 
1. Completion with a grade of ñCò or better of English 1A or of a verified equivalent course 

successfully completed at another college. 
2. Competency may also be met by achievement of any of the following minimum test scores: 
 

¶ Advanced Placement Exam with a score of 3,  4 or 5 

¶ CLEP subject exam in English Composition with essay score 50 percentile.  
 

Mathematics Proficiency 
 
Can be satisfied in any of the following ways: 

 
1. Completion with a grade of ñCò or better of Math 263 (intermediate algebra and coordinate 

geometry) or higher math course, or equivalent intermediate algebra or higher course from 
another university or college. 

2. Credit by examination will be accepted for Math 263. 
3. Achievement of any of the following minimum scores: 

 

¶ Advanced Placement Exam in Calculus AB or BC with a score of 3, 4 or 5. 

¶ CLEP subject exam in College Algebra, Calculus or Trigonometry score 50 percentile. 
 

Information Competency Proficiency 
 
The requirement can be satisfied in any of the following ways: 
 
1. Completion of LIBR 50 or LIBR 80 with a grade ñCò or better. 
2.  Completion of an equivalent course at another college or university. 
3. Completion of the information competency requirement at another college or university. 
4.  A satisfactory score on the information competency proficiency exam (0 units). 
5. Credit by examination will be accepted for LIBR 50. 

 
16. Will This Course Replace Existing Course ~ check Yes or No. 

 
17. Part of sequence of transfer-level performing and visual arts courses? ~ check Yes 

or No. 
 

18. Please Check All that Apply Section: check the boxes that pertain to the course. 
 

19. Click Save. 
 

20. Click Finish (Note: a check mark will appear next to Cover on the Course 
Checklist). 
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Units/Hours 
 
Main Screen 
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Units/Hours 
 
1. From the Course Checklist click on Units/Hours. 

 
2. Variable Hours ~ does this course have Variable Hours/Units? Click Yes or No. 

 
3. Units ~ automatically calculated when you enter the min and/or max units for 

Lecture/Theory, Lab/Activity, Studio, and/or By Arrangement Lab/Activity. Note: 
Units can be manually entered if the calculated units differ from the units calculated. 
 

4. FTEF Units ~ automatically calculated when you enter the min and/or max units for 
Lecture/Theory, Lab/Activity, Studio, and/or By Arrangement Lab/Activity.  
 

5. Lecture/Theory ~ enter the weekly minimum and weekly maximum hours for 
Lecture/Theory. Based on one hour per week per unit for a 17 week term.  
 

6. Lab/Activity ~ type the weekly minimum and weekly maximum hours for 
Lab/Activity. Based on three hours per week per unit for a 17 week term.  
 
Class conducted in a laboratory setting with students or teams of students, under 
the direct supervision of a qualified instructor. 
 

7. Studio ~ key the weekly minimum and weekly maximum hours for Studio. Based on 
two hours per week per unit for a 17 week term.  
 
Included as part of Studio hours are: ñArt Studio Hourò and ñMusic 
Rehearsal/Performance.ò 
 

8. By Arrangement Lab/Activity ~ enter the weekly minimum and weekly maximum 
hours for By Arrangement Lab/Activity. Based on three hours per week per unit 
for a 17 week term.  

 
9. Homework ~ automatically calculated when you enter the min and/or max weekly 

hours for Lecture/Theory and Studio. For every lecture hour there is two hours of 
homework. For every two hours of Studio, there is one hour of homework. 
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Units/Hours 
 
Credit Status Dropdown Menu 

 
 
 
See Step 12 a. ~ section that appears when Yes is selected for Repeatable for 
Credit 

 
 
 
Grading Methods Dropdown Menu 
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Units/Hours 
 
10. Credit Status ~ from the dropdown menu, select the credit status for this course.   

 
Á D - Credit = Degree Applicable ~ Courses numbered 1-299 

Á C- Credit =  Not Degree Applicable ~ Courses numbered 300-399 

Á N - Non Credit = Courses numbered 400-499 

 
11. Repeatable for Credit ~ click Yes or No.  

 
If No, move on to the next step. 
 
If Yes is selected, complete the following: 
 

a. Total number of times the course may be taken ~ enter the number of 
times the course can be repeated. 
 

b. Maximum Units ~ enter the maximum units that one can receive from 
repeating this course. 
 

c. From the dropdown menu below Maximum Units, select the appropriate 
repeatability phrase. 
 

d. Justification for Repeatability ~ in the box provided, explain why the 
course is allowed to be repeated. 

 
12. Grading Methods ~ from the dropdown menu select the appropriate grading 

method. 
 

Á Letter Grade (LG/) only ~ students can receive only a letter grade for the course 
(A, B, C, D, F).  

Á Letter Grade (LG) or Pass/No Pass (P/NP) ~ the student will receive a Letter 
Grade for the course but the course has a Pass/No Pass component. Students 
have the option of having the Letter Grade converted to Pass/No Pass if they 
submit a request to Admissions and Records by the appropriate deadline. Note: 
Courses that are required for a major; four-year institutions only accept Letter 
Grades.  

Á Pass/No Pass Only ~  
 

o A ñPò grade indicates completion of work with a grade of ñCò or netter. ñPò 
does not affect a studentôs grade point average.   

o A ñNPò grade indicates completion of work with a grade of ñDò or ñFò. ñNPò 
does not affect a studentôs grade point average.   

 
Á Non-Credit ~ no credit awarded. For 400 level courses. 
Á No Credit ~ a credit course for which no grade is given. 
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Units/Hours 
 
Bottom of Units/Hours screen  
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Units/Hours 
 

13. Credit by Exam ~ click Yes or No. It is up to the creator of the course to decide if a 
student can receive credit for the course by taking an exam instead of taking the 
class. 
 

14. Open entry/exit ~ Will students be able to enter or exit this course at anytime 
throughout the semester? Select Yes or No. 
 

15. Click Save. 
 

16. Click Finish. 
  



27 
 

Student Learning Outcomes (SLOs) 
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Student Learning Outcomes (SLOs) 

 
1. In the Course Checklist, click on Student Learning Outcomes. 

 
2. Student Learning Outcomes (SLOs) ~ in the box, insert a statement about what 

students should be able to do upon successful completion of this course. Enter the 
SLOs one at a time. Do not use any ordinal numbers (1, 2, etc.) at the beginning of 
each learning outcome since the numbers will be automatically entered when you 
click Add. 
 
According to The Accrediting Commission for Community and Junior Colleges (ACCJC), Student 
Learning Outcomes are ñKnowledge, skills, abilities, and attitudes that a student has attained at the 
end (or as a result) of his or her engagement in a particular set of collegiate experiences.ò (2002, 
Introduction to Accreditation StandardsðACCJC Standards Glossary, p. 29) 

 
MPCôs Academic Senate states, ñStudent learning outcomes (SLOs) are the specific observable or 
measurable results that are expected subsequent to a learning experience. These outcomes may 
involve knowledge (cognitive), skills (behavioral), or attitudes (affective) that provide evidence that 
learning has occurred as a result of a specified course, program activity, or process.  An SLO refers 
to an overarching outcome for a course, program, degree or certificate, or student services area 
(such as the library). SLOs describe a studentôs ability to synthesize many discreet skills using higher 
level thinking skills and to produce something that asks them to apply what theyôve learned.  SLOs 
usually encompass a gathering together of smaller discrete objectives (see definition above) through 
analysis, evaluation and synthesis into more sophisticated skills and abilities.ò (2009, SLO 
Terminology GlossaryðASCCC-RP Group SLO Glossary, p. 6) 

 
3. After each SLO click Add. 

 

4. Repeat steps 2. and 3. for each SLO. 
 

5. Click Finish. 
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Objectives 
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Objectives 

 
1. Select Objectives from the Course Checklist. 

 
2. Create Heading ~ check the box if you want to provide an optional bolded heading 

to describe a list of objectives. 
 

3. Objective Text ~ in the box, enter an objective for this course. 
 
It is not necessary to type in the following phrase: Upon successful completion of 
the course the student will be able to: This phrase is automatically included when 
the course outline is generated.  

 
 ñCourse/student objectives are those behaviors which students will be able to demonstrate upon 
successful completion of the course. The list of objectives should contain the major objectives in 
terms of the observable knowledge and/or skills to be demonstrated as a result of completing the 
course. Instructors should complete this section in a manner that demonstrates students' use of 
critical thinking (e.g., apply principles to new situations; formulate and assess problems and 
solutions; analyze, synthesize, evaluate, compare/ contrast concepts/information learned).  (Title 5, 
55002 [a])ò 

 
4. Click Add.  

 
5. Repeat steps 3.-4. for each additional objective. 

 
6. Click Finish. 
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Requisites/Advisories 

 
Basic Skills Advisory 

 
Main Screen 

 
 
 
 
See Step #3 

 
 

 
 

 
 


